VCALIFORNIA

ADMINISTRATIVE COMMITTEE MEETING NOTICE/AGENDA

Posted at www.scdd.ca.gov

DATE: February 21, 2013
TIME: 1:30-3:30
LOCATION: State Council on Developmental Disabilities

1507 21% Street, Suite 210
Sacramento, CA 95811
(916) 322-8481

TELECONFERENCE SITES:

Palos Verdes Art Center Area Board 7

550 Deep Valley Drive, Suite 261 2580 North First Street, Suite 240
Rolling Hills Estates, CA 90274 San Jose, CA 95131

Pursuant to Government code Sections 11123.1 and 11125(f), individuals with
disabilities who require accessible altermative formats of the agenda and related meeting
materials and/or auxiliary aids/services to participate in this meeting should contact
Robin Maitino at (916) 322-8481 or email robin.maitino@scdd.ca.qov. Requests must
be received by 5:00 pm February 15, 2013.

Page
1. CALL TO ORDER M. KENNEDY
2. ESTABLISHMENT OF QUORUM M. KENNEDY
3.  WELCOME/INTRODUCTIONS M. KENNEDY

4. APPROVAL OF JANUARY 17, 2013 MINUTES M. KENNEDY 3



10.

11.

12.

13.

14.

15.

PUBLIC COMMENTS

This item is for members of the public only to provide an opportunity to comments and/or present
Information to the Committee on matters not on the agenda. Each person will be afforded up to
three minutes to speak. Written requests, if any, will be considered first. The Committee will
provide a public comment period, not to exceed a total of seven minutes, for public comment
prior to action on each agenda item.

CLOSED SESSION — PERSONNEL M. KENNEDY
Pursuant to Government Code 11126 (a)(1) the committee will have a closed session to consider
the appointment, employment, evaluation of performance of a public employee.

RECONVENE IN OPEN SESSION M. KENNEDY
Announcement of any action taken during closed session.

REVIEW OF RECOMMENDATIONS FROM AUDIT R. NEWTON 6
UPDATE ON PERSONNEL ISSUES R. NEWTON
REVIEW OF EXISTING AND DRAFT POLICIES R. NEWTON 8
REVIEW OF BUDGET MATERIALS R. NEWTON 9
UPDATE ON TRAINING PLANS R. NEWTON
EMPLOYEE/AREA BOARD ROSTERS R. NEWTON 26
SCHEDULE NEXT MEETING ALL
ADJOURNMENT M. KENNEDY

For additional information regarding this agenda, please contact Robin Maitino,

1507 21% Street, Suite 210, Sacramento, CA 95811, (916) 322-8481



-

Draft
Administrative Committee Meeting Minutes
January 17, 2013

Attending Members Members Absent Others Attending

David Forderer Max Duley Dena Hernandez

Kris Kent Mark Polit

Molly Kennedy Roberta Newton

Ray Ceragioli Robin Maitino
Vicki Smith

Wayne Glusker

. Call to Order
Molly Kennedy called the meeting to order at 2:05 p.m. and established a
quorum present.

. Welcome and Introductions
Members and others introduced themselves.

. Public Comments
There were no public comments.

. Review and Next Steps in Personnel Investigation
Following the Council meeting on January 16, 2013 where the Council
moved to refer this matter to Council staff, the Committee discussed the
future of the Administrative Manager position.

After a brief discussion, it was agreed that the Council needs to plan for
the possibility that we may not have a Deputy Director for Administration
appointed by the Governor until a permanent Executive Director is hired.
Therefore, we are looking at options for covering administrative functions.
Roberta is in talks with our Designated State Agency (DSA), the HHSA, to
provide us with additional administrative support. Kris Kent confirmed that
his agency will be working with the Council to suggest some options.

. Review and Next Steps in Fiscal Audit
SCDD is awaiting the final report from the DHCS Audits and
Investigations Unit regarding fiscal matters addressed in the August 2012
letter from the Department of Finance. Once the report is received, SCDD
will provide the report to full Council, including the Administrative

1



Committee. The Committee will address recommendation made by the
auditors.

In addition, Roberta Newton would also like an expanded fiscal review to
include budget allocations and expenditure tracking processes.

There was extensive discussion about the need for training of both
Council members and staff as to respective fiscal oversight
responsibilities, based on both state and federal requirements. Kris
committed to investigating and reporting back about training resources
available from DGS or other state departments. Roberta will look into
training options at the federal level, specifically from our technical
assistance partner, the NACDD.

Ray emphasized that it is important for the Council to maintain a good
working relationship with the AIDD.

Roberta has already sought out contracts training for the two SCDD
Associate Governmental Program Analysts, herself, and Staff Counsel to
help ensure proper processing of future Grants, Contracts, etc.

. Committee Priorities

Based on the responsibilities cited in the Council’s Bylaws, the Committee
set the following priorities:

Budgets
The Committee will ensure the budget is always tied to the State Plan and

that input is received from all Committees. The Committee will also
closely monitor expenditures to ensure no misuse of funds. There will be
a budget update at each Council meeting.

Contracts

The Committee will work closely with the Program Development
Committee to ensure all monies being expended for Grants, etc. follow
the priorities laid out in the State Plan and that proper oversight is given.

Other Administrative
The Committee will also ensure that policies are developed and
implemented for all other administrative functions.




7. Future Committee Dates
The next Committee meeting will be on February 21, 2013 from
1:30-3:30. Agenda items will include:

e Samples of historical budget reports to the Council, to assist
Committee in determining what should be contained in future
budget updates.

e Fiscal audit outcomes and recommendations
Information on training for members and staff

e Provide examples of policies both draft and final

8. Adjournment
The meeting was adjourned at 3:30 p.m.




SUMMARY OF DHCS CONTRACTING & PROCUREMENT REVIEW

The Department of Health Care Services (DHCS), Financial Audit Branch (FAB) conducted a
limited review of the Council’s contracting and procurement practices in November 2012. This
is a summary of their findings and recommendations.

Finding #1 The previous Executive Director preferentially awarded contracts.
Finding #2 There was a lack of fiscal oversight, e.g., submitted invoices were deficient.
Finding #3 There are deficiencies in expenditure reporting and recordkeeping by Budget Officer.

Finding #4 SCDD did not follow DGS contract rules and lacks a procurement and contracting

policy manual.

Finding #5 Staff did not know DGS, state and federal rules.

Finding #6 Contracts drafted lacked specific and measurable expectations

Finding #7 There is no staff functioning as Contract Manager to monitor progress of work.
Finding #8 Contracts must include justification per G.C 19130 (inability to use state employees)
Finding #9 There is currently no process to document Council approval of contracts

Finding #10 Fiscal intermediaries were used to handle area boards’ self-advocacy funds which
requires prior DOF approval.

RECOMMENDATIONS

1) Staff need to know Conflict of Interest rules under state and federal law.

2a) Establish strong fiscal personnel.

2b) Establish internal control procedures for approval of contracts and invoices
2c¢) Establish written policy on travel reimbursement for contractors

3a) Develop ongoing reports that reconcile budget to actual expenditures, including contract
category

3b) Have Council member(s) with fiscal background partner with SCDD fiscal staff
43) Staff need to become familiar with and comply with DGS rules

4b) Develop Procurement and Contract manual



4c) Establish a manner in which to document contract approval process
5) Staff need to be trained in state and federal rules for contracting

6a) Contracts need to be written with more detail.

6b) Have staff counsel review all contracts prior to submission to DGS

7) Assign staff functions of contract manager to monitor progress and provide status reports to
Council

8) Provide adequate justification for entering into personal services contracts in lieu of state

employees
9a) A policy manual should detail staff duties, forms and authorizations

9b), Improve communication and an understanding of staff roles through training and
establishment of a manual

10) Do not use fiscal intermediaries without DOF approval.



EXISTING SCDD POLICIES

Approved by Council

¢ Workplace Violence
e Sexual Harassment
e Reasonable Accommodations

Approved Administratively

e Work Hours and Attendance
e Information Security

e Hands Free Cellular Usage

e Internet, Email, Phone Policy
e Parking

o Teleworking

Draft Policies

e Grievance (represented employees)
e Grievance (excluded employees)
e Nepotism
e Administrative Procedures Manual (2003)
o Including rough draft contract management, accounting, training, personnel
policies



. : Date: September 21, 2010
. x Meeting: Regular Council Meeting

CALILFORNIA
v s c D D Detail Sheet for:
Administrative Committee
State Council on Developmental Disabilities

What is this agenda item about?

On August 23, 2010, the Administrative Committee met. The Committee’s primary
function is to review budgetary and other fiscal issues. The Committee was
informed that the Council's current fiscal status is sound. All staff vacancies either
have been or are in the process of being filled. There was a modest surplus in the
2009-2010 fiscal year. Those funds will “rollover” to 2010—2011, giving us a bit of a
cushion.

What has the Council done about this so far?

The Council receives regular budget reports. Budget Officer Mike Danti has a 2009-
10 year-end report and the anticipated allocations for fiscal year 2010-2011.

What needs to be decided at this meeting?

This is an informational report. Members are welcome to ask questions.

What is the committee or staff recommendation?
No recommendation
Are there attachments?

Yes. Additionally, a Council Headquarters budget will be handed out at the
September 21, 2010 Council meeting.

This detail sheet was prepared by Roberta Newton. If there is anything about this detail sheet
that you do not understand, please call 916-322-8481 or email Roberta.newton@scdd.ca.gov
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4100 - State Council on Developmental Disabilities
2010-11 Program Budget Detail

Confidential Information - Subject to Change
(Dollars in Thousands)

PROGRAM BUDGET DETAIL

Program 10  State Council Planning and Administration
State Operations:
0890 Federal Trust Fund
0995 Reimbursements
Subtotal, Program 10

Program 20  Community Program Development
State Operations:
0890 Federal Trust Fund
0995 Reimbursements
Subtotal, Program 20

Program 40  Regional Offices and Local Area Boards
State Operations:
0890 Federal Trust Fund
0995 Reimbursements - LQA/ QA
0995 Reimbursements - CRA & VAS
0995 Reimbursements - Kern Reg Center
Subtotal, Program 40

Grand Total, All Programs

$1,792
$0

$1,792

$1,000
$0

$1,000

$4,580
$2,375
$1,736

$0

$8,691

$11,483
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State Council On Developmental Disabilities

2011/12 Fiscal Year - Authorized Positions By Funding Source As of January 31, 2013

(Total Positions Tie to 2012/13 FY of 2013/14 Schedule 8 Reconciliation Worksheet)
"PCA Funding Codes Are As of August 22, 2012"

Employee

Vacant (Eff. Ju! 11)
Vacant (Eff. Mar 09)
Brett, Michael
Vacant (Eff. Dec 12)*
Johnson, Thomas
Eudy, Tammy**
Rollins, Kevin
Maitino, Robin
Polit, Mark***
Vac. (Eff. Jun 11)
Danti, Mike****
Keszthelyi, Szandra*****
Steele, Ed (R/A)
Vacant (Eff. Oct 12)
Garcia, Julian
Sanders, Charlene
Allensworth, Kristie
Corral, Melissa
Alipourfard, Karim
Nolan, Mary-Agnes******
Vacant (Eff. Oct 09)
TOTAL

Position #

792-100-0618-001 Planning & Program Specialist

792-100-0619-001
792-100-1139-002
792-100-1139-006
792-100-1139-005
792-100-1441-002
792-100-1470-001
792-100-1728-001
792-100-3094-001
792-100-3095-001
792-100-4800-017
792-100-4800-023
792-100-4800-910
792-100-5090-001
792-100-5157-003
792-100-5393-001
792-100-5393-005
792-100-5795-001
792-100-8352-004
792-100-8352-005
792-100-9440-001

Classification

Deputy Director
Office Technician - Typing
Office Technician - Typing
Office Technician - Typing
Office Assistant - General
Assoc. Info. Systems Analyst
Executive Assistant
Deputy Dir. Policy/Planning
Chief Deputy Director
Staff Services Manager |
Staff Services Manager |
Staff Services Manager |
Executive Director
Staff Services Analyst
Assoc. Govtl. Program Analyst
Assoc. Govtl. Program Analyst
Staff Counsel Ill - Specialist
Community Program Spec. Il
Community Program Spec. Il
Legislative Specialist

Time PCA Funding Code %

CBID Base BSG QA  CRAIVAS
E97 1.0 100.0%

E99 1.0 100.0%

RO4 1.0 100.0%

RO4 1.0 80.0% 10.0% 10.0%
RO4 1.0 70.0% 15.0% 15.0%
RO4 1.0 70.0% 15.0% 15.0%
ROT 1.0 70.0% 15.0% 15.0%
Cco4 1.0 100.0%

E99 1.0 100.0%

E99 1.0 100.0%

S01 1.0 70.0% 15.0% 15.0%
S01 1.0 70.0% 15.0% 15.0%
S0t 0.0 100.0%

E99 1.0 100.0%

RO1T 1.0 70.0% 15.0% 15.0%
RO1T 1.0 70.0% 15.0% 15.0%
RO1T 1.0 70.0% 15.0% 15.0%
RO2 1.0 40.0% 30.0% 30.0%
RO1T 1.0 100.0%

RO1T 1.0 100.0%

E97 1.0 100.0%

20.0

*Michael Brett transferred from this position into position #792-100-1139-002 effective 11-30-12.
**Effective 5-1-10, half-time position # 792-111-1139-003 was redirected from AB 11 and combined with Tammy's 1/2 time position
to make it a full-time position. No change in Tammy's 1/2 time status.
***Mark Polit was appointed to this position by the Governor effective 9-17-12.
****Effective 12-10-12, SSM | position #792-100-4800-017 was reestablished.

mexrEffective 7-1-12, this position was established(2 year L/T) from APA position #792-100-5142-003.
e Ms. Nolan was appointed to this position (Self-Advocacy Coordinator) effective 1-31-13.

Nelson, Lisa
Morley, Dawn
Kindley, Deborah
Gorny, Denise
TOTAL

Aaron-Miller, Lisa

May, Sarah

Carlton, Betty
TOTAL

Luoma, Sheryl*

Rosenberg, Michael

Castellucci, Ruby

Bingaman, Sonya

Vacant (Eff. Feb 13)**
TOTAL

792-101-1139-001
792-101-5098-001
792-101-8352-003
792-101-8352-005

792-102-1139-801
792-102-5098-001
792-102-8352-003

792-103-1139-006
792-103-5099-001
792-103-8352-003
792-103-8352-006
792-103-8352-008

Office Technician -Typing
Executive Director |
Community Program Spec. I
Community Program Spec. 1|

Office Technician-Typing
Executive Director |
Community Program Spec. II

Office Technician -Typing
Executive Director Il
Community Program Spec. |l
Community Program Spec. Il
Community Program Spec. I

R04
E98
R0O1
R0O1

R0O4
E98
RO1

R04
E98
RO1
RO1
RO1

Pl e s
(=] (e«

1.0
1.0
1.0
3.0

- 4 aaa
leNoNoNeNoel

*Sheryl Luoma transfered from the Department of Corrections and Rehabilitation effective 7-26-12.
** Mary-Agnes Nolan transferred to the Self-Advocacy Coordinator position in Headquarters effective 1-31-13.
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70.0%
70.0%

100.0%

100.0%
100.0%
100.0%

70.0%
70.0%
100.0%

100.0%

30.0%
30.0%
100.0%

30.0%
30.0%

100.0%

1/30/2013



Employee

Sloane, Michele

Tigh, Robin

Phillips, Robert

Ruder, Cindy

Long, Donald (VAS)

Weare, Tobias (CRA)
TOTAL

Schultz, Susan

Vacant (Eff. Jan 13)*

Craig, Denis

Wiley, Miriam

Usac, Ronaldo
TOTAL

State Council On Developmental Disabilities
2011/12 Fiscal Year - Authorized Positions By Funding Source As of January 31, 2013

(Total Positions Tie to 2012/13 FY of 2013/14 Schedule 8 Reconciliation Worksheet)
"PCA Funding Codes Are As of August 22, 2012"

Position #

792-104-1139-001
792-104-1139-003
792-104-5099-001
792-104-8352-002
792-104-8352-005
792-104-8352-008

792-105-1139-001
792-105-5098-001
792-105-8352-001
792-105-8352-002
792-105-8352-003

*Rocio Smith retired effective 12-31-12.

Tacan-Regan, Marigene
Hernandez, Dena
Lewis, George
Fromm, Neil

TOTAL

Sigal, Rossana

Vacant (Eff. Dec 12)*

Maher, Mary

Grady, David

Lucas, Jennifer*
TOTAL

792-106-1139-701
792-106-5098-001
792-106-8352-004
792-106-8352-005

792-107-1139-002
792-107-5098-001
792-107-8352-001
792-107-8352-002
792-107-8352-006

*Jane Lefferdink passed away November 6, 2012.
**With the understanding that the next vacant CPS Il in Area Board 7 will be abolished, beginning with the October 2009 pay period,
funding for Ms. Lucas's position changed from CRA/NAS to BSG.

Kroencke, Heather*

Wilson, Constance

Bowling, Joseph

Adams-Denner, Robin (CRA)**

Vacant CRA (Eff. Dec 12)

Vacant (Eff. Aug 12)

Joest, Dawn

De Elva, Kelly (VAS)
TOTAL

*Heather's last name changed from Moore to Kroencke on everything but her email.
**Robin Ordunoc changed her name to Robin Adams-Denner effective with the April 2011 pay period.

792-108-1139-002
792-108-1139-003
792-108-5099-001
792-108-8352-002
792-108-8352-008
792-108-8352-009
792-108-8352-011
792-108-8352-012

Classification

Office Technician -Typing
Office Technician -Typing
Executive Director Il
Community Program Spec. |l
Community Program Spec. |l
Community Program Spec.il

Office Technician -Typing
Executive Director |
Community Program Spec. I}
Community Program Spec. |l
Community Program Spec, |l

Office Technician-Typing
Executive Director |
Community Program Spec. 1|
Community Program Spec. Il

Office Technician -Typing
Executive Director |
Community Program Spec. |l
Community Program Spec. |l
Community Program Spec. Il

Office Technician -Typing
Office Technician -Typing
Executive Director Il
Community Program Spec. |l
Community Program Spec. |l
Community Program Spec. Il
Community Program Spec. ||
Community Program Spec. ||
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RO4
RO4
E98
RO1
RO1
RO1
RO1
RO1

75.0%

75.0%

100.0%
100.0%

Time PCA Funding Code %
CBID Base  BSG QA CRAIVAS
RO4 0.5 100.0%
RO4 1.0 75.0% 25.0%
E98 1.0 75.0% 25.0%
RO1 1.0 100.0%
RO1 1.0 100.0%
RO1 1.0 100.0%
55
RO4 1.0 70.0% 30.0%
E98 1.0 70.0% 30.0%
RO1 1.0 100.0%
ROT 1.0 100.0%
RO1 1.0 100.0%
5.0
RO4 1.0 70.0% 30.0%
E98 1.0 70.0% 30.0%
RO1 1.0 100.0%
RO1 1.0 100.0%
4.0
RO4 1.0 70.0% 30.0%
E98 1.0 70.0% 30.0%
RO1T 1.0 100.0%
RO 1.0 100.0%
RO1 1.0 100.0%
5.0

25.0%
100.0%
25.0%
100.0%
100.0%

100.0%

28
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Employee

Gonzales, Mallory
Bacigalupo, Anastasia
Lopes, Carol

TOTAL

Pio de Roda, Dinah
Bchtikian, Marina
Villanueva, Jenny
Rastatter, Therese
Newton, Roberta
Tolbert, Christine (CRA)
Hamlett, Thomas
Goodman, Melody
Zermeno, David (VAS)
Arroyo, Christopher
Harrell, Bruce
Eby-McKenzie, Julie
TOTAL

Eastman, Susan

Skvirsky-Bohn, Gail (VAS)

Von Thenen, Scarlett

St. Pierre, Laurie (CRA)

Cruz-Zinn, Yolanda
TOTAL

Robinson, Florence
Smith, Vicki

Puccio, Robbin (CRA)
Meehan, Shannon*

Foots-Rachal, Tamica (VAS)**

Decker, John
TOTAL

State Council On Developmental Disabilities
2011/12 Fiscal Year - Authorized Positions By Funding Source As of January 31, 2013

(Total Positions Tie to 2012/13 FY of 2013/14 Schedule 8 Reconciliation Worksheet)
"PCA Funding Codes Are As of August 22, 2012"

Position #

792-109-1139-001
792-109-5098-001
792-109-8352-001

792-110-1139-001
792-110-1139-002
792-110-1441-002
792-110-1441-003
792-110-5099-001
792-110-8352-001
792-110-8352-004
792-110-8352-005
792-110-8352-007
792-110-8352-011
792-110-8352-012
792-110-8352-014

792-111-5099-001
792-111-8352-005
792-111-8352-006
792-111-8352-009
792-111-8352-010

792-112-1139-001
792-112-5099-001
792-112-8352-004
792-112-8352-007
792-112-8352-008
792-112-8353-003

Classification

Office Technician-Typing
Executive Director |
Community Program Spec.

Office Technician -Typing
Office Technician -Typing
Office Assistant - General
Office Assistant - General
Executive Director 1l
Community Program Spec.
Community Program Spec.
Community Program Spec.
Community Program Spec.
Community Program Spec.
Community Program Spec.
Community Program Spec.

Executive Director Il
Community Program Spec.
Community Program Spec.
Community Program Spec.
Community Program Spec.

Office Technician -Typing
Executive Director Il
Community Program Spec.
Community Program Spec.
Community Program Spec.
Community Program Spec.

Time PCA Funding Code %
CBID Base BSG QA CRA/VAS
R0O4 1.0 100.0%
E98 1.0 100.0%
RO1 1.0 100.0%
3.0
RO4 1.0 100.0%
RO4 1.0 100.0%
R04 05 100.0%
RO4 1.0 100.0%
E98 1.0 45.0% 30.0% 25.0%
RO1 1.0 100.0%
RO1 1.0 100.0%
RO1 1.0 50.0% 50.0%
RO1 1.0 100.0%
RO1 1.0 100.0%
RO1 1.0 50.0% 50.0%
RO1 1.0 50.0% 50.0%
11.5
E98 1.0 75.0% 25.0%
RO1 1.0 100.0%
RO1 1.0 100.0%
RO1 1.0 100.0%
RO1 1.0 100.0%
5.0
R04 1.0 45.0% 30.0% 25.0%
E98 1.0 45.0% 30.0% 25.0%
RO1 1.0 100.0%
RO1 1.0 100.0%
RO1 0.5 100.0%
RO1 1.0 100.0%
5.5

*Shannon Meehan transfered to this full-time CPS Il position from half-time CPS Il position #792-100-112-008 effective 6-4-12. Effective
with the December 2012 pay period Ms. Meehan's duties became 100% BSG funded.
**This half-time CPS Il position was filled by Tamica Foots-Rachal effective 12-3-12. Ms. Foots-Rachal's duties are 100% VAS funded.

Williams, Michael

Stives, Mary Ellen

Geving, Michele

Marshall, Deborah

Dow, Nancy
TOTAL

Vacant (Eff. Mar 10)

Bins, Holly

Villanueva, Ruby
TOTAL

DEPARTMENT TOTALS

792-113-1139-001
792-113-5098-001
792-113-8352-002

792-114-0342-001
792-114-8362-001

Office Technician -Typing
Executive Director |

Community Program Spec. li
792-113-8352-006 Community Program Spec. Il
792-113-8352-009 Community Program Spec. li

Deputy Director for ABO
Community Program Spec. il
792-114-8362-002 Comm. Prog. Spec. lll - Supvr.
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R0O4
E98
RO1
RO1
RO1

E98
S01
S01

1.0
1.0
0.5
1.0
1.0
4.5

.0
1.0
1.0

3.0
92.0

70.0%
70.0%
100.0%
100.0%

45.0%

30.0%

30.0%

100.0%

30.0% 25.0%
100.0%

100.0%
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